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CM/ECF
Administrative Procedures

DESIGNATION OF CASES, PASSWORDS AND REGISTRATION

Designation of Cases

The provisonsin these Adminigtrative Procedures and any amendments thereto apply to
documents filed or submitted on or after February 23, 2004. They aso govern accessto, and
use of, the United States Bankruptcy Court for the Eastern Digtrict of Wisconsin's Case
Management/Electronic Case Filing System. (“CM/ECF System” or “ System”).

Passwords

Attorneys, United States Trustees, private trustees, and others may register as Filing Users,
Regidration will permit the user to dectronicaly file and retrieve, pleadings and other
documents. A user’s password, combined with the user’ slogin, congtitutes the user’ s Sgnature
on any document or pleading submitted eectronicaly through the System.

Registration

1. Registration Form. Each user must submit a completed ECF Registration Form. A
copy of the regigtration form is attached to these procedures. Regigtration forms are to
be submitted to the Clerk at: Attention: CM/ECF Registration, 517 East
Wisconsin Avenue, Room 126, Milwaukee, Wisconsin 53202.

2. Obtaining L ogin and Password and Maintaining Account. After successfully
completing ECF training and/or qualifying exercises, the Clerk will issue the user an
assigned login and password. Upon receipt, the user should change the assigned
passwvord in the System using the “ Utilities’ festure by sdecting “Maintain Your ECF
Account.” Users are respongible for maintaining their accounts. The court may require
usersto attend refresher or additional training after issuance of a password.

3. Use and Protection of Login. Any login issued for the System should be used
exclusively by the registered user or by persons authorized by the registered user.
Registered users should not knowingly permit alogin to be used by anyone who is not
authorized to use the login, and no person should knowingly use another user’slogin
unless such person is so authorized.
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Password Security. If auser has reason to suspect the login and password have been
compromised, it is the user’ s duty to change the password through the “Maintain Your
ECF Account” option under the “Utilities’ function of the ECF System and to inform
the Clerk of the sugpected compromise if necessary.

Withdrawal from System Once registered, auser must maintain a current and active
e-mail address to recelve e-mail natification from the System. A user may withdraw
from the System by providing the Clerk with written notice of such withdrawal. Upon
receipt of the written naotice, the Clerk will cancel the user’slogin. Terminating access
to the System does not congtitute an attorney’ s withdrawal as the attorney of record for
higher client.

FILING DOCUMENTS

Manner of Filing

1.

Electronic Filing. Electronic Fling isfiling through the ECF System by registered
Users.

Conventional Filing. Conventiona Fling isfiling documents in paper format, or on
floppy diskette or CD. A conventiond filer must comply with the Federal Rules of
Bankruptcy Procedure, the Loca Rules and the Appendix to the Loca Rules.

Effect of Electronic Filing

1.

Entry on Docket. Electronic transmisson of adocument to the System, confirmed by
the Court’ s transmission of its Notice of Electronic Filing, conditutes filing a document
for purposes of the Federa Rules of Bankruptcy Procedure and the Rules of this Court,
and congtitutes entry of the document on the docket kept by the Clerk of Court under
Fed. R. Bankr. P. 5003.

Official Record. The officid record of a document filed or scanned by the Clerk after
February 23, 2004, is the dectronic record of the document as stored by the Clerk.

Statement of Social Security Number(s) (Form B21)

1.

Electronic Filing. Theinformation contained on the form is submitted to the Clerk as
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part of the process to open acase. Thereis no need to submit the form.

Amended Statement of Social Security Number(s). When amending the
information contained on the form submit the form conventiondly.

No Social Security or Tax ID Number. The socia security or tax id number
information can be bypassed during the case opening process if the party does not have
anumber.

D. Non-Filing Spouse
A specific event has been created to add the name, address and socia security number of a
non-filing spouse. The event is called Add Non-Filing Spouse and it can be found on the
“Bankruptcy” menu, under “Other Events’.

E. Creditor Matrix
Whether filed conventiondly or eectronically, the creditor matrix must be prepared and filed in
accordance with LR 1007 and the Appendix to Loca Rules- Requirementsfor Filing a
Madter List (Matrix).

F. Exhibits

1.

For the convenience of the filer and other parties, documents and clams that reference
voluminous exhibits, including but not limited to leases, mortgages, promissory notes
and the like, may be submitted in summary form. The summary need only include a brief
description of the exhibits that are directly germane to the matter under consideration by
the Court. The summary should be submitted as part of the document. The actud
exhibits must be available to counsdl and the Court upon request. The actua exhibits
must o be available in the courtroom at any time they are intended to be used as
evidence. A sample Exhibit Summary and Certificate of Serviceis attached to this
document (Attachment A-2).

Trial Exhibits. Exhibitsfor tria (on an adversary or contested matter) should not be
filed with the Clerk. Except as provided in apretrial order, exhibits should be listed on
an Exhibit Summary and ddlivered to the Judge s chambers and opposing counsd in
paper format at least three business days prior to trid.
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Exceptionsto Electronic Filing

Documents Under Seal. Documents may be filed under sed on motion to the Court.
Regigtered users may file such motion dectronicaly; however, the actua document(s) to be
sealed may not be filed dectronicdly. If the documents are required for the Court to rule on
the motion, the documents should be submitted to the Court for an in camera review. If the
motion is granted, the movant must submit the documents to the Clerk conventiondly in an
envelope indicating they are being filed under sedl, and should affix a copy of the order
authorizing the filing under sedl to the envelope.

NOTICE AND SERVICE OF DOCUMENTS

Notice of Electronic Filing

When adocument isfiled dectronicdly, or filed conventionally and docketed eectronicaly by
the Clerk, the System will automatically tranamit a“Notice of Electronic Filing” by e-mail to all
registered usarsin the case. The Notice of Electronic Filing will indicate the time of filing (or
docketing if filed conventiondly), the name of the filing party and user, the type of document
filed, and the text of the docket entry. The Notice will dso contain a hyperlink to the
document, alowing the eemail recipient to view, print, and download the document without fee.
A lig of those persons who will receive the document eectronically through the System and a
ligt of those to whom it will not be sent dectronicaly isaso provided in the Notice.

It isthefiler's responsibility to serve by conventional methods any persons required to receive
the document, who have not received the document eectronically. For example, it is not
anticipated that consumer debtors will receive e-mail notification of documentsfiled in their
cases. If the Bankruptcy Rules require the debtor to be served with a document, the filer
should use conventiond service methods, such asfirgt class mail, to serve the debtor. Also for a
limited period of time Chapter 7 Trusteesin the Eastern Digtrict must be provided with
conventiona service.

Consent to Electronic Service and Effect of Notice

Pursuant to Fed. R. Civ. P. 5(b)(2)(D), and Fed. R. Bankr. P. 9036, with the exception of
service of process under Fed. R. Bankr. P. 7004, registration to file eectronicaly congtitutes
the user’ s consent to receive notice and service by eectronic means and is a written waiver of
service by other means (e.g., fird-classmail). For registered users, notice through the ECF
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System condtitutes service of the documents referenced in the Notice of Electronic Filing.

Please note that the Chapter 7 Trustees for the Eastern Didtrict of Wisconsin have been added
to the CM/ECF System as users, but not yet required to consent to receive service by
electronic means. Thus for alimited period of time Chapter 7 Trustees must be provided with
conventiona service.

Conventional Service

When documents are filed conventionaly, the filer must serve al documents via firs-class mail
or as otherwise permitted by the Federal Rules of Bankruptcy Procedure upon al persons
entitled to notice or service.

Certificate of Service

The certificate of service should indicate on whom the document was served and the manner of
savice. If sarvice is made through the ECF System, it is sufficient for the certificate of service
to State that service was made by the ECF Notice of Electronic Filing and to show the names of
those served without listing each user’s e-mail address. When service is made through the
System on some parties and by mail or otherwise on others, the names and manner of service
must be delineated.

Service of Summons

Nothing herein should be congtrued to iminate the necessity of serving a summons and
complaint in accordance with the Federal Rules of Civil Procedure and Federd Rule of
Bankruptcy Procedure 7004.

SIGNATURES

Login Constitutes Signature

The user login and password required to submit documents to the System serve as the
registered user’ s Sgnature on eectronic documents filed through the System. They dso serve
asasignature for the purposes of Fed. R. Bankr. P. 9011, for the rules of this Court, and for
any other purpose for which asignature is required in connection with proceedings before the
Court. Thefiling of adtipulation or other document requiring Signatures of more than one party
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condtitutes a representation by the filer that al parties whose signatures are represented on the
document have, in fact, Sgned the document.

B. Format
1 Electronic Filing. No signatures are required to appear on documents filed
eectronicaly. The Court does not require “/g” or other indicia of Sgnature for the
attorney’s, the debtor’s, or other verified Sgnature, athough users are free to use that
designation if they desire. The attorney’slogin and password serve as the atorney’s
ggnature. Thefiler must retain origind documents bearing other Sgnatures (eg.,
debtor’s, etc.) asrequired in paragraph C. below.

2. Conventional Filing. Documentsfiled in paper format or on floppy diskette/CD must
contain signatures.

C. Retention
Documents which must contain origind signatures of the debtor(s) or other entities, including
those which are: Sgned under pendty of perjury; require verification under Fed. R. Bankr. P.
1008; or contain an unsworn declaration as provided in 28 U.S.C. § 1746 must be maintained
by thefiler of the document for a period of five years after the closing of the case unlessthe
Court orders a different period. On request of the Court or when the Sgnatureis a issue, the
filer must provide origind documents for review.

V. FEES

A. Credit or Debit Cards
Registered users must use a credit or debit card to pay filing fees. The Credit Card
Authorization Form is avalable in the Appendix to the Loca Rules.

B. Delinquent Fees
When afeeisrequired with any pleading or document filed eectronically, and the fee is not
smultaneoudly paid with a credit or debit card because the card is rgjected, the filer must
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VI.

deliver the required fee to the Clerk within two business days of the date the registered user is
aware of the rgjection. The Court may dismiss the case or deny the subject pleading for falure
to pay the required fee.

Installment Fee Applications
When permitted in individua cases, Ingtalment Fee Applications may be filed dectronicdly to
address the filing fee required for new petitions.

ORDERS
Manner of Submission

1. Electronic Filing. The System will dlow submission of most proposed orders  through
“Order Upload” on the Bankruptcy menu. These orders must be PDF documents with
a4 inch margin a the top of the first page for the Sgnature samp. Further, the PDF
order should not contain asignature line and should have five pound signs
“Hr# centered immediady after the last line of text in the order.

2. Conventional Filing. Proposed orders for motions or pleadings filed conventionaly
should be submitted in paper format unless otherwise permitted by the Court. Only one
proposed order isrequired. Envelopes or mailing labels are not necessary unlessthe
filer wishes to have afile-stamped copy returned by mail.

Entry of Ordersand Service

1 Entry. Ordersand judgments of the Court will be docketed eectronicaly by the Court
in accordance with these procedures. Any order docketed by the Court and
trangmitted through the ECF System without the origind Sgnature of the judge has the
same force and effect asif the judge had affixed the judge’ s Signature to a paper copy
of the order.
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VII.

A.

VIII.

A.

Service of Notice. Upon the entry of an order or judgment, the System will
eectronicaly transmit to registered usersin the case, a Notice of Electronic Filing
advisng of entry of the order. For orders submitted through CM/ECF, the Clerk will
mail a paper copy of the order through the Bankruptcy Noticing Center to each debtor
and debtor’ s attorney. It isthe submitter’ s responsibility to serve any other parties.

APPEALS

Documents Required for Appeal

1.

Electronic Filing. Aswith al documents, a notice of gpped must be filed in PDF
format. To file an goped of ajudgment or order, one must file the notice of apped and
eectronicaly link that notice to the order being appeded. The gppdlant must dsofile
the designation of record and statement of issues on apped within the time required by
the Rules. The gppdlant and appellee are respongible for delivering paper copies of dl
documents, pleadings, exhibits, and transcripts referenced in the designation of record
to the Bankruptcy Clerk.

Conventional Filing. A conventiond filer must comply with the Federal Rules of
Bankruptcy Procedure, the Loca Rules and the Appendix to the Loca Rules.

PUBLIC ACCESSTO THE CM/ECF SYSTEM
Internet Accesswith a Password
Any person with avaid PACER login and password may access the System at

https.//ecf.wieb.uscourts.gov/. A PACER login and password can be obtained by contacting the
PACER Service Center at 1-800-676-6856 or online at http://pacer.psc.uscourts.gov.
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B. “FreeLook”
Regigtered userswill not be charged for one “free-look” (i.e,, initid retrieva, download, viewing
and printing of a document) when a document is accessed directly from the e-mail Notice of
Electronic Filing. Users are encouraged to download or print the notice and underlying
documents because the link to those documents from the e-mail will only operate once.

C. Public Access at the Court
The public will have dectronic access to view bankruptcy records at no charge a the
Bankruptcy Clerk’s Office (517 E. Wisconain Ave., Suite 126, Milwaukee, Wisconsin) during
regular business hours. A fee will be charged for printed copies.

D. Conventional Copiesand Certified/Exemplified Copies
Conventiona copies and Certified/Exemplified copies of dectronicdly filed documents may be
obtained at the Clerk’ s Office. The feefor copying, certification, and/or exemplification will be
in accordance with the feesimposed by 28 U.S.C. §1930.
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United Sates Bankruptcy Court
Eastern District of Wisconsin
ELECTRONIC CASE FILING (ECF) SYSTEM
USER REGISTRATION FORM
AND AGREEMENT

The undersigned (hereinafter “user”) agrees to the following conditions for filing electronic documents:

1) Rule 9011 of the Federal Rules of Bankruptcy Procedure requires that every pleading, motion, and other
paper (except lists, schedules, statements or amendments thereto) filed with the court be signed by at |east
one attorney of record or, if the party is not represented by an attorney, by the party. The unique password
issued to a user of the ECF system identifies that user to the court each time the user logs on to the ECF
system. The use of a user’'s password serves as and constitutes the signature of the user, for purposes of
Bankruptcy Rule 9011 and al applicable laws, rules of ethics, and standards of conduct, on any document or
pleading filed electronically using that user’s password. Therefore, the user must protect and secure the
password issued by the court. If any reason exists to suspect the password is compromised in any way, it
is the duty and responsibility of the user to notify the court immediately. The court will thereafter delete that
password from the electronic filing system and issue a new password, if appropriate.

2) The password is a privilege granted solely by the United States Bankruptcy Court for the Eastern District
of Wisconsin. At no time will any property interest vest in the user or any other person.

3) Any electronic filing which requires a fee identified in the Bankruptcy Court Miscellaneous Fee Schedule
will be collected in a manner detailed in the Administrative Procedures. The user agrees to pay fees timely
by the method detailed in the procedures.

4) A user’s registration constitutes consent and a reguest to receive notice by electronic transmission through
the CM/ECF system pursuant to bankruptcy rules 7005(b)(2)(D), and 9036. Moreover, the user has not
waived the right to object if the electronic service is defective (mislabeled, unreadable, blank, empty, etc)

5) The user may withdraw this agreement at any time in his or her sole discretion by delivery of a letter of
withdrawal to the clerk of the bankruptcy court.

6) The user agrees to abide by the most recent set of Administrative Procedures promulgated by the Court,
and all technical and procedural requirements set forth therein.

Typeof ECFUsar: [ Attorney 1 Trustee Q ClamsHler

Regigtered in another didtrict(9)? 1 Yes A No Where?

Name

Signature

E-mail address Date
Send completed form to: Attn: CM/ECF Registration
U.S. Bankruptcy Court
517 East Wisconsin Avenue, Suite 126
Milwaukee, W1 53202

ATTACHMENT A-1



UNITED STATES BANKRUPTCY COURT
EASTERN DISTRICT OF WISCONSIN

Inre DEBTOR NAME
Case No. - -
Chapter

N N N N

Debtor(s).

EXHIBIT SUMMARY AND CERTIFICATE OF SERVICE

The following exhibits are referenced in support of (the
motion, pleading, or claimto be filed). These exhibits are available on request:

Signature Block

Copy of thissummary served this
day of , , oNn:

[respondent(s) - motion]
[debtor’ s attorney and trustee, if claim]

ATTACHMENT A-2





